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1. ORNERAL
8. APPLICABILITY

This Regulation provides for the administration of the Annusl and Sick
Leave Act of 1951, as amended, in its applicebility to Agsncy employees
covered by the provisions of the Act, and contract employees who are
subject to the provisions of this Act dy the terms of their contracts.

"It may be spplied in edministering leave of native ard foreign national

. contract employees st overseas installstions if desireble. Modifications
should be made, however, to reflect the reguirements of local law and
practices. Any such modificetions which expand the leave benefits herein
must receive prior approvel by the Assistant Director for Personnel and by

\‘the Comptroller.
b. LEAVE YFAR

The leave year ends with the last day of the pay period following the last
complete pay peridd in the calerdar year. Leave in excess of the maximum

accumlations stated in p ph 3c must be used or forfeited by the end

of the leave year.

c. ACCRUED CREDITS AND MINIMUM LEAVE CHARGE

(1) Both snpusl and sick leave are accrued at the rates indicated in
paragraphs 3b end kb, respsctively, on s biweckly pay pericd basie.
As a genersl rule, these credits are not reduced if the employee has
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been sbsent ih 2 nonpey status for a brief period during a given pay
period. Rowever, at sny tire a full-time employee's nbzapcs in & .
noppay status within e jeave year totals 80 howre in one pay parlod, 5
his credits for sick ioeva whil bz iedured by 4 hoavrs, ead his cradits
for arnual leave will ve reduced &, 6, or 8 bours, sceording to hin
lesve-~enruing catzgory. No leare accrazs to the crellt of on srployes
who i8 in a nonpey status for the entlre lesve yesr.

The mirimm cherge for esnval or slck lenve ls ope hour. p4diticnal
leave will be chzxged in nclilples of ons bour.

LEAVIE BALANCES

(1)

(2)

Each employee 1s responsible for mailntaining e nersonal record of his
leave. A4S & general proctice, the Office of the Cospiroller will
Purnlsh leave balanees tc ermployses once & yeer &S & msans of verifylng
the balance shovm by this record. ‘ :

During the interval Petwcen such emnual reports, quastions which o
employees way huvre pertainfag to their lesve brlances st be presenteéd
in the form of & memcrandizy over the sigmature of the appropriate
Aminlstrative Offieer. Telophore Lrguiries should be gvoided whenever
possible. Howevar; in exceptiozal cssos In which 1% is believed an
emergency justifies s telephove ingeiry by sa fdninistrative Cfficer,
the epproprigts Payrcll Breamea of the Flscenl or Pigance Divisicn of the
Office of the Comptrolier will endeavor to furnich the inlormation
desired. ' ‘

YRANAFRER OF LEAVE FRCM CTPYR FEDERAL AMENCIRS

(1)

(2)

The Anbual and Sick Leeves dc% of 1951, o5 smended providss for the
transfor of scorued and eccirmisnted aramel 2nd slck leave wlsn an
exployee suhjech 4o the fod accopls ervicywsns in a éiftercut Federal
eagency. The Offlce of Perauonsl will roguast the leove renordt of
Agzency sppointe=s whe have prlor Federal sarvice Lroan the Former

employiog 280NCK . é‘

Pending receipt of bis officlal leave treagserint from the former
exploying sgency, en epployee noy be granted up to 10 workdeys of

‘anrwel or sick leave upon 2is personzl certification that the leave

requested is to nis eredit for trausfer to this Agency. Tais certifica-
tion will stote the nme and addresa of ibe Federnl agency from which his
leave 1 ©o be transfsvred and wlll be attacked to the Time and Atten-
dance Report suiitiad for the employee covering ihe first pay period
during which such lewve Ls used.

ELPENSES OF PERSONAL NATURY NOT RUIMEURSABIE |

Expenses of en employee for postsge, telephone calls, telegrams or cables,
incident to his spplying for lesve, reporting his leeve takan, inquirirg
sbout his leeve balances, etc., are of a peracunl asture erd reizbhursensnt
therator from official funds will not be alioved.

Approved For Release 2002/01/2%%5%{&0471 8A001100130044-9
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UNAUTHORIZED ABSENCE

An employee detained by causes beyond his control and unable to report at
the opening hour, should notify his supervisor es soon as possible on the

first day of sbsence, Absence from duty for any cause, without prior

permission, must be satisfactorily explained; otherwise, it will be charged
as absence without leave and the employee will be subject to disciplinary
action,

TEMPORARY REFLACEMENTS FOR EMPLOYEES ON EXTENDED LEAVE OF ABSENCE

(1) Temporary "identical additional” positions mey be authorized by the
Assistant Director for Personnel or his designee to permit empioyment
of a replacement for an employee granted a leave of absence for more
than 60 dﬂy’o

(2) Request for the establishment of a temporary position will be submitted
to the Office of Personnel on Standard Form 52, Request for Personnel
Action, in triplicate. Item A, Remerks, will identify the specific
position and state the name of the regular incumbent and the type and
inclusive dates of the leave period.

(3) Request for action to cbtain the temporary replacement either by re-
erultment or by in-service action (e. g., Reassigmment), will be prepared
and submitted in accordeance with instructions appliceble to the type of
action involved NN

ADMINISTRATIVE RESPONSIBILITIES

SUPERVISORY OFFICIALS

The edministration of leave is essentially a supervisory responsibllity.

.. Accordingly, the suthority for aspprovel of leave should be delegated to the

(1) The Assistant Directors ort.he Ofi;ic; oi’themBeputyEirector (Intelligence

_ lowest superviscry lavel consistent with the requirements of this Regulation. '

i

“7ERe Chiefs of Administrative Offices of the Office of the Deputy Director
.,-(Administration), the Chiefs of Senior Staffs and Area Divisions of the
Office of the Deputy Director (Plans), the Director of Training, the
Assistant Directors for Communications and Personnel, also Seniocr Repre- |
sentatives and Chiefs of Missions or Statioqgj, are responsible for the
administration of leave within their respective Jurisdietions. They,
and their subordinate officials designated in accordance with paragraph

(2) imnedia'.tely below, hereinafter will be referred to as "approving
officials.’

(2) The officials listed. in parsgraph (1) ebove may, in their discretiom, .
delegate to supervisory personnel under their jurisdiction the authority
to spprove periods of leave covering 30 calendar days or less. Such
delegations mey be made to specific positions identified by title or
to individuals by name. The delegation will be authorized in writing
and will linclude the types of leave and the maximum periods which may
he prppedvRdr Reldiee d0olirras : The-FINPTee04T Pa0oon001380d4 he Office
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of the Comptroller will each be furnished a copy of each delegstion
memorendum,

“Approving officlals may approve leave requasted by employees under thelr

Jurisdiction exéept as provided in paragraph b below. In tHose cadeés
requiring final epproval by the Assistant Director for Personnel, they
will recommend the action to be taken.

ASSISTANT DIRECTOR FOR PERSONWEL

(1)

(2)

The Assistant Director for Perscnnel is responsible for auiauf.ng'_._v
supervisory officials in exercising their responsibilities by establish-
ing standards for their guidance.

He, or his designee, will act as the final spproving suthority for
requests for advance sick leave, maternity leave in excess of 6 months,
and extensions of leave without pay beyond 12 months.

COMPTROLLER

The Comptrollsr is responsible for assuring that leave reported hes been
properly suthorized in accordance with this Regulation and for mainteining
official leave rescords for each employee.

ANNUAL LEAVE

POLICY

(1)

(2)

(3)

(1)

Annual leave will be granted to employees at such times eand in such

smounts as local work conditions permit. To the extent permitted by
work conditions, supervisors should plan to allow each {ndividual an
extended period of leave for rest and relaxation each year,

Although annual leave 18 a right of the individuwal in thet its accruel
within statutory provisions may not be denied snd in thgt the individual
is entitled to payment for specified balencee upon separation, it is
nevertheless the prerogative of the Agency to make the final decision
on vhen leave Is to be used.

Personnel must be glven an opportunity to take leave which would other-

wise be forfeited. While it is deeireble that such opportunity be
provided at a ime desliced by the individual concerned, it may be

estebllshed by the approving officilal if work conditicns recuire.

D=nial of leeve will be based con fectors which are ressonable snd

equitable and which do not discriminate ggninst {individeanls.

Employees of the Agency are expected to plan vacations snd lmave periods
vhen their services can best be spared. When emergency comditione
require weximum attendance, employees may be required to forego schefuled
leave wuntll such time as their s=ivicesy may be spared without wodve
detriment to the operatlors of the Apencyr. i

b
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ACCRUAL CF ANNUAL LEAVE

(1) Buployees shall be sntitled to sunusl leave only after having been
eurrently employed for & continuous pericd of 90 deys under one or more
gppedntments without & bresk in service. Although a separstion of one
or more workdays constitutes a bresk iu service, leave withoud psy during
the 90-day quallfying period is not a bresk in service.

(2) Full-time employees are entitled to anmunl leave with pay which shall
aderuve as follows:

(a}__ Employees with less tham 3 years of service: One-half day for each
biveekly pay periocd.

(v) Brployees with 3 but less then 15 years of service: Threa-fourths
day for each full biweekly pay period, except that the sccrual for
the last full blweekly pay periocd in the calendar yesr shall be l%;
dﬁvyﬂo :

(¢) Employees with 15 or more years of service: Ope day for each full
biveekly pay period.

(3) Part-time snd "when actually employed" employees for whom there has been
properly established in advance a regulsr tour of duty of 1 or more days
during each adwinistrative workweek shell earn leave as follows:

(a) Employees with less then 3 'yesvs of service: Owve hour of annual
leave for esach 20 hours in pay status.

‘(b) Bxploymes with three but less than 19 years of service: One hour
of ansusl leave for sach 13 hours in pay status.

(c) Employees with 15 or more years of service: One hour of armual
leave for sach 10 hours in pay status.

(4) Any change in the rate of sccrual of annual leave by en employee shall
teke efflect as of the beglmming of the pay perled following completion
of the required period of service.

ACCUMETIATION OF ANWUAL Luayh
(1) Heximumm Accumuilation

Within the limitations stated in (o) amd (b) below, an employes mey,
during seny lesve year, scevmulate bis unuesd accrusd Yeave for use in
succeeding years. Exeept as provided in parsgroph (2) below, an
employee who has nmob wsed anrual leave to his oredlt in excess of the
mexieun indicated by the begloning of any leawe yaar will forfeit cach
leave, .

(&) Except for those cetegories of employtes servivg ovorares who am

| 4

4 .
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specified in paragraph (b) immediately below, employees are limited
to an accumulation of 30 days of annual leave.

(b) The following cetegories of employeas who are stationed cutslde the
several States end the Distriet of Colimbla are ldalted to en
geevnmlation of 45 days of sumal lenve:

(1) Persons directly recrulted in or transferred from the
United States by the Fedoral Covernment.

(2) Persons employed locelly but:

() Who were originally recrulted from the Unlted States and
hove been in substantially continuous employment by
other Fzderal sgencies; Unitad Stetes flims, luterests,
or orgerizations; intermstionsl orzaelzsticns ia wirlch
the United States Govermment participaber, or Torelgn
govermments, and whose condltlons of employment provide
for their return trensportation to the United States.

. (b) Who were at the time of employment termporarily absent

: from the United Btates for purposes of travel or formal-
stwly, and meinteived reglidence in the United States
duriug suech temporary abaorcs.

(}) Persous accepting employment who normally are not residents
of the arem concerned spd who are dischargsd from the
military service of the United States.

(2) Exceptions to Maximun Accurulation

Accumulated annual leeve to the credit of the epployee which is in excess
of that authorized by paragraph (1) sbove will remain to his credit until
uged in either of the ceszs described below.

(2) When the smount of sccumuilated annual leave to the employee's credit
immediately following the last complete biweskly pay period in
calendsnr year 1952 {20 December 1952}, or the corresponding pay
period for en employee not paid on the basis of blweekly pey period

B was in excess of the 30 or 45 days allowable under peragrara (1)
above under the provisions of law then applicable to the employee;
or .

(b) When an employee who has been eligible for sn accumlation of b5
days under peragraph (1){(b) above Lecomws evbizet o e 30-Tay
linmitetion under paregreph (1)(a) abcve.

However, when such an employee uses more leave than he ecerag wrlng any
succeeding leave year, he may not regain es accumulsted leuve tha hours
used in excess of those earned.

6
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ADVARCE ANNUAL LEAVE

(1)

(2)

(3)

(%)

In an emergency, an employee who has completed 90 days of continuous
service may be granted advance ennual leave in an emennt which will not
exceed that which he will have eccrued at the nlosre of the currens leave
year. However, if such leave has not been earned by the cloze of the
leave year, the employee will be required to mske & refund for the

unesrned leave. ‘

Annual leave will not be advanced to an employmse holding a limited
appointment, or one expiring on a specified date, in excess of the
total annual leave that would acerue during the remaining period of

such appointment. An individual who has exhausted his annual leave and
who will require recurring advances of snrual leave may be granted a
blanket authorization for en advance of the remainder of the leave which
will accrue to him during the current leave yenr.

Applications for sdvence ennual leave will be submitted to the appro-
rriate approving official designated in accordance with parsgraph 2a
above. Within the limitations steted in (L) and (2) immediately
above respecting the amount of leave which may be sdvenced, epproving
officlals will consider such requests on the seme basis as requests
for use of accrued annual leeve,

If the application for advance annual leave is spproved, a copy of the
approved request will be forwvarded by the final approving authority,
as appropriate, to the Payroll Branch of the appropriate Division of
the Off'ice of the Comptroller.

TERMINAL PAY FOR ACCRUED ANNUAL LEAVE _
(1) When an employee is separated from the Federal service, & lump-sum

(2)

payment will be made to liquidate annual leave to his credit which is
not in excess of 30 days or the number of days carried over to his
credit at the beginning of the leave year during which he is separated,

vhichever is the greater.

If an employee who has received = lump-sum payment is reemployed in the
Federal or District of Columbie government (except in a position exenpted
by section 202(1))(].}(]3), (C), or () of the Annuml end Sick Leave Act .
of 1951, as emended), he must refund to the employing agency an amount
equal to the compensstion covering the period hetween the date of re-
employment and the expiration of such leave period. The leave repressnt-
ed by such a refund will be credited to him by the employlng agency as

follows:

(2) If he is reemployed under the game leave system, lsave will be
recredited in an amount equal to the amcunt of leave represented
by the refund.

(b) If he is reemployed under a different leave systen, leave will be

Approved For Release ZOOZIWP78-O471 8A001100130044-9
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recredited on an sdjusted basis in sccorddance with regulations
of the Civil Service Commisslion.

(¢) If he is reemployed in & positlion exempted by section 202(c¢){1) of
the Annual and Sick Ieave Act of 1951, as amended, such lesve will
be deemed to have remsined to his credit. :

(3) During entrence-on-duty processing, the Office of Personnel will
agcertain whether each new employee has received a lump-sum payment for
vhich a refund may be due. Individuals who may be required to make a

refund will be referred to the Fiseal or Finance Division of the Office

of “the Comptroller, as appropriate, to make necessary arrangements for
payment . Whenever possible, refunds will be made {mmediately in a
Iump sus.

APPLICATION FOR ANNUAL LEAVE

{1) Stendard Form Tl, Application for Leave, will be used for prior writien
requests for snnual leave. This form will not be requlred when the
employee will be present to initial his Time and Attendance Report
for the pay period during which the leave wes used prior to its £ty -
mission to the appropriste Payroll Branch. However, processing of the
employee's check will be delayed unless his Time and Attendance Report
hes been initialed for each day of leave involved or 1s accompanled by
Standard Form T1.

{2) Requests for sdvance annual leave will be submitted by memcrandum

sddressed to the appropriate approving officlal designated In asccordance

" with paragraph 2 2bove.

SICK LEAVE
POLYCY

Approving officials of the Agency will authorize the use of sick lesve in all
bons fide cases. The accrued and accumulated sick leave to the employes's

credit is avallsble for use in the following clrcumetances:

(1) .When it is establiched that the employee is incepacitated for the per-
formance of duty becmuse of sickness, injury, or pregasncy and confine-
ment.

13
(2) For medical, dentsl, or optical exemination or treatment, vhen leeve 1is
approved in sdvance by the supervisor.

{(3) When & member of the immediete family 1s afflicted with e contaglous
disease and requires care snd attention by the employee.

(4) When, through exposure to contagicus disesse, the presence ol the
employes at his post of duty would Jeopsrdize the health of others.

8
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ACCHUAL OF SICK IEAVE

{1) Full«time employees are entitled to sick leave with pay, which shall
acerue on the basils of one-helf desy for esch full biweekly pay werlcd.

(2) Part-time and "when actuelly employed” empleyees for whom there has b2en
properly esteblished in advance s regular tour of duty cf 1 or more days
during esch edministrative workweek, ere entitled to sick leave with
pay, which shall accrue on the basis of 1 hour for each 20 bhours In &
pay status.

(3) Sick leave mey be accumilated without limit and evaillalble for use in
succeeding vears.

AFPROVAL OF SICK IEAVE

Use of sick leave is subject to the approval. of the eppraving offlcial
designated in sccordance with paragraph 28 shove. MAbsences of 3 workdays or
less require the personal certificetion of the employee as to his incepacity
for duty. This certificetion is made when the employee initisls the period
of sbsence on'his Time snd Attendance Report. Absences in excess of 3 work-
days are required to be supported by medical certificate cr other evidence
administratively accepteble. (If the employee was not attended by e physicien,
a statement by the employse explaining why the services of & physlcian were
not obtained mey be accepted in lieu of a medlesl certificnte. When sick
leave has been requested for sbsence npecessary Lo obtain repelrs or edjust-
ments of prosthetic sppliances, & statement from the compeny making the
repairs or adjustments mey be mecepted in Lisu of a medlcoal certificate.)

ADVANCE NOTICE Cf SICK LEAVE

Advance written sppllication for sick leave on Standerd Form 71, Appllcation
for Leave, is required in sll cases in which the absence can be foreseen.

An employee who is sbsent on account of unforeseen illuess should notify his
supervisor ms early e3 practicable on the first day of the sbsence (renerslly
within the first two hours of work or s soon thereafter as possible).

Fallure to give such notlce may result in u charge to snnuel leave or leave
without pay, a8 the circumstances mey Justify. Spproval of the absence should
be given at the time of notiffcation unless there is reason to doubt that

the absence may be & proper charge to sick leawe.

REPORT TO MEDICAL OFFICE

The followlng reporting proc-ed‘ui-@.s heve besn establlished to carry out the =
preventive health program of the Medical Offices

(1) Upon his return to duty, an employee in the Washington area who has
taken more than three consecutive days of sick lesve willl report his
ebgence to the Medical Offlice by completionp Stepdecd Form 71, Application
for Leave, The employee's telephone extension and the nature of hls

CONPIDENTIAL
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illoess will be indicated on the reverse side of the form under
"Remarks" snd the form forwarded directly to the Chief Furse y Medical
Office. (If SP-T1 has been used to obtain the medicel certiffcate
required by paregreph 4o, uhove, en pddltioral eopy vl boe nrewnrad;
the m;dical. certificate i not reculred opn tho atditiomsl cony, Lww
ever,

(2) Employees Lo the Vashington area who take sick laave for & conbacious
diseape will report io peraon to the ¥adioal Office, prine tu taeir
return to duty. '

(3) Employees in the Washington ares who are returning 4o duty from siek -
leave of three caleadsr weeks or more will report to the Medlcal Office
for examination.

{4) Administrative Officers or other pevsonnel responsible for maintsining
employees’ time snd attendance records sre expected to remind employ=es
of these requirements when they return to duty frem a period of pick
leave.

f. ADVANCE SICK LEAVE

(1) In cese of serious dlsebility or allmeat, snd waen reguieed by the
exigeacles of the situation, employess way be sivspeed sick lseve not
to excesd 30 days.

(a) MAdvence sick lesve lg charged agalnat sick leave which will be
earned io the future. However, less than & hours cick leave will
not be advanced to an employee who has sufficient snnusl lesve to
hles credit to cover such request.

(b) Arn individusl who hes exhausted his sick leave and who will regulire
recurring advances of sick leeve way be greanted a blanket swthori-
zation for an advance of the remalnder of the leamve which will o
ecerus to him during the current leave yesr end, if waviented by
the cirecumstences, vp to 30 days. '

(2) Sick leave will not be advenced to an employee holding & limited anpolint-
‘ ~ment or one expiring un & speclfied date, in excess of the total alok
leave which will accrue during the rempining period of such sppolniment.

(3) When an enployee applies for more sick leave than he has mccurulsated or
may properly be adwsnced, the axcess leave will be charged against
ennunl leave, LT evailable, or to leave without pay Lf mumua). losve is
unavallsble,

(4) An employer separated from the service must refurnd the amount peid him
for any unligquideted edvanced sick leave which cernot be crvered by &
annunl lesve to his credit, except when sepscotion lg duc o : ’

{a) Death

Approved For Release 2002/01{%:1%@?'78-0471 8A001100130044-9




CONFIDENTTAL 25X1A

, REGuLATfgProved For Release 2002/01/23 : CIA-RDP78-04718A001'100130044-9 _
25x1A NN bw—

{(v) Retirement for disability

(¢) Inability to return to duty becausde of disability, evidence of
which is supported by an scceptable medical certificate

(5) Applications for advance sick leave will be submitted to the approving
officials designated in accordance with paragraph 28 sbove for review
and recommendation. Each application must be accompanied by a certi-
cate from the attending physician as to the nature of the illness and
the estimated date the employee will be able to raturn to duty.

(6) Applications will be forwarded to the Office of Personnel for approval.
The Assistant Director for Personnel will obtein the recommendation of
the Chief, Medical Staff, before taking final sotion,

E. SUBSTITUTION OF SICK FOR ANNUAL IEAVE

When sickness occurs within a period of annual leave, sick lesve may be
granted to cover the period of illness, in which event the deduction against
annual leave for this period will be converted. Applications for such ‘
substitutions must be made within two workdays after return to duty snd must
be supported by a medical certificate, or other evidence administratively. .

__Bcceptable, . e
5. LEAVE IN THE UNITED STATES FOR EMPLOYEES SERVING IN FOREIGN COUNTRIES

PR S

a. POLICY
(1) General

Annual leave and payment of travel expenses of the employee and his
family to return to his residence in the United States or its Territories
and possessions and return to the post of assignment (or new post if
reassigned in the interim) will be granted to an employee upon completion .
of two years' continuous service sbroad, or as soon as possible thers-
after in accordance with the individusl eligibility criteria s=t forth

in paragraph (2) below. While he is on such leave, the employee shall
not be available for work or duties except as follows: in the Agency,
for training or reorientation for work, or, when authorized, for military
leave., Any time required for such work, duty, treining, or military
leave shall not be counted as annual leave,

(2) Eligibility
The employee must quslify under all the following conditions:

(e) He must have served 2 minimum of two years' continuous service
abroad. (See paragraph 5b below.)

(b) He must have been a resident of the United States, its Territories -
or possessions, at the time of his employment by the Government.,

(¢) He must have to his credit, at the time his travel begins, sufficient
accrued and accumulated annual leave to carry him in a pay status for
Approved For Reloasa S085761/5% *¢1A-RDP78-04718A001100130044-9
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(d) 1In the évent that immediate return to an overseas post uwpon .
completion of léave in the United States is not contained in the
travel order suthorizing such leave, that he asknowledge in writing
his villingness to returh to an overseas assignment with this
Agency. (See persgraph Sc below.)

b. COMPUTATION OF CONTINUOUS SERVICE ABROAD

Computation of the required two years' continuous service abroad shall begin

when the employee officially reports for duty at a permanent duty station or

¥hen authorized at an intermediate overseas rield station while en route to
-~ or from a permanent station. This period will not include:

(1) Time spent in the United States, its Territories or possessions, on
approved annual or sick leave or leave without pay.

(2) Leave without pay granted the employee for use outside the United Stales
for his personal convenience (as distinct from leave without pay which
may be necessary due to illness or injury).

NOTE: A]though leave taken in sccordance with parsgraphs b(1) and (2)
above does not constitute a break in "continuous service abroad," it
does not count as "service abroad." Thus, the period of "continuous
service abroad” must be extended beyond the original two calendar years
for & period equal to the mmount of such leave taken. (See also

peragraph 10b(2) below.)
¢. RETURN TO AN OVERSEAS ASSIGNMENT

When it is not known in advance that the employee will be immediately return-
ing to an overseas post upon completion of leave in the United Statés, the
official responsible for approving the leave must be guided by his knowledge
of the conditions and of the individual's willingness to accept such assign-
ment, There must be a reasénable expectation on the part of the Agency that
the employee will return to an overseas assignment. In some cases, such as
those in which the returning employee is medically disqualified for overseas
service or vhen the employee is returning for the purpose of resigning, there
is obviously no "reasonable expectation on the part of the Agency" that he
will return to an overseas assignment. Approving officials who desire
assistance in making this determinstion in individual cases may obtain the
advice of the Assistant Director for Personnel or his designee.

¥

d. PAYMENT OF TRAVEL EXPENSES
Requirements and procedures concerning the payment of travel e 8 are
contained in Agency travel regulations and :lnﬂ Travel 25X1A
Processing Guide, ' )

e. EXEMPTION OF NECESSARY TRAVEL TIME
(1) EBxcept as provided in paragraph (2) immediately below, the period of

12
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leave granted shall be exclusive of the time actuslly and necessarily
occupled in awaiting twansportation end in going to ebd from residence €
in the United States, Its Territories or possessions.

(2) Anmual or sick leave or leave without pay granted wrder the clrcumstences
set forth im parsgraph 5b ahove shall be coleulsted Proun the time of
departure from the assigned post of duty end will inclwle all theé
elapsed normal working time eway from the post.

MATERNITY LEAVE
POLICY

When an individusl employed without time limitetion becomes incapaeltated for
performgnce of her duties because of pregnancy and confinement, she may be
granted maternity leave, normally not in excess of six memthe » which nmay
include accumulated sick aml anmiel leave mnd leeve wi thout pay. Wien the
enplayye does not intend to return, she must resign but may be permitted to
use accrued sick leave to her credit prior to the sffective date of resd gre-
tion,

AFPLICATION FOR MATERNITY IEAVE

(1) application for maternity leave will be made by memorandum gigned by
the employee and accompanied by a statement from the sttending physicasn
certifying as to her pregnancy and Inespacity for performmnce of her
duties. This requeel must stete the employee's intention of returning
to duty at the expirstion of the leave period. If 6O or more days of
leave without pay is required, the request should be submitted in
accordence with paregreph 104 of this Regulation.

APPROVAL OF MATERNITY LEAVE
(1) Vheu Request Does Mot Exceed & Months

When the requested period does not exceed aix wmonthe, spplication for
maternity leave will be submitted to the approving officiel designated
in accordance with paregraph 2a mbove for epproval. Approval, of
edditional maternity leave mey be gramted by the Assistent Director for
Personnel or his designee upon recelpt of written sdvice from the attend-
ing physician certifying as to the madileal necesslty for the leave mnd
the recommendation of the approving official deslgnated in accordance
with parsgraph 2a sbove. Standsrd Form 52, Request for Personnel
Action, will be prepered to show the approval of the appropriate
official. One copy of each spproved reguest will be forwardsd to the
Office of Personnel and two coples to the Payroll Branch of the sppro-
priate Division of the Office of the Comptroller.

(2) When Request Exceeds 6 Months
If the requested period exceeds six months, Standmrd Form 52, Request

13
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for Personpel Action, will be prepared to show the recoummendation of
the eppropriate epproving officiasil. Three ceples of the form will ve
forwarded to the Orfice of Personnel. If the reqrest is approved, two
copies of the form will be forwarded to the Payroll anch of the
appropriate Division of the Office of the Comptroller by the 0ffice of
Peraounel,

FINAL CLEARANCE

Upon receipt of Stamierd Form 52, the Office of Personpel will Interview the
employee concerned. She will be reqguired to obtain clearance on Form
No. 34-30, Final Payment Clearance Sheet.

MILITARY IEAVE

Military leave for tralning purposes only, not to exceed 15 celendar days in
any one calendnr year, may be granted with pay without charge to annuel
leave to members of reserve ccmporents of the sired services of the United
States., Saturdeys and Sundays will be included im the 1l5-culendar-dsy leave
period only when such leave includes the preceding Fridey end the following
Monday. '

In adrlition to the lesve provided in paragraph a above, members of the
Netional Guard of the District of Columbis will be granted lesve with pay
when ordered by competent muthority to report for parade or encampment duty.

Application will be made on Standard Form 71, Anplication for Leeve, specify-
ing military training leave under "Other™, and submitted in duplicate to the
approving official. Upon approval, one copy of the SE-Fl will be retalned
by the approving officlal and one copy will be filed with the Time and
Attendsnce Report at the time the absence is first reported. A third copy
of the SF-T1, from vhich eescurity amd orgacnizational information must be
deleted, may be completed for the military unit 1f required. Immedlately
prior to his deperture Por military lemve, the employee will leave with his
supervisor two certifiel copies of the military orders, one of which will be
attached to the Time and Abttendance Report for the pericd which first
includes any part or all of the military lsave. The seccnd copy will be
forwarded to the Office of Persomnel for isclusion in the perscinel folder.
(see paregraph 2f o

COURT IEAVE

Employees are expected to perform Jury service whenever possible without
serious interferaence with Apgency operations. An officlal fgzncy regquest
for an excuse from duty will te made only on the basis of wausval pressure
of work, security of operations, or other sdequate official reasons. Ex-
cept whm besed on security considerstions, the reguest will normally be
for a postponement rather then en excuse from duty. Requests for excuse
from or postponement of jury duty will be forwarded through an Assistaunt

14
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Director of the Office of the Deputy Director (Intelligence), the Chiel of

an Administrative Office of the Office of the Deputy Directcr {Alrluiseration),
the Chief of a Senlor Staff or Ares Division or the Offic2 ¢f +he Daputy
Director (Plans), the Director of Treining, the Assistant Dipscior for
Personnel or Communications, whichever is concornsd, to ioe Jeeral Lomsel
for action.

A full-time or "when actuslly employed" employee for whom there hes been
properly established in advance a regular tour of duty of ome cxr more doys
during each sdministrative workweek, who attends court s e witaess on
behalf of the Unites States or the govermment of the District of Coluwbia,

or for Jury duty in e State, District of Columbia, or Foderal court, is
entitled to his regular pay while sbsent from duty, asnd no charge for leave
is made. Evidence of attendance at court snd evidence of receipt o nomro-
ceipt of fees is required. Applications for court lsave will bz procsssed in
the same manner as applications for advaace annual leave.

An emwployee may be granted.coﬁrt leave to serve as a witness if the velue of
his testimony rises from his officisl capacity. Annual lecve or LHOP +ill be
granted vwhen an employee is ebsent from duty becsuse of private litipatica.

Employses who serve as witnesses or Jurors and are grented court or official
leave will sturrender to the Fiscal or Finance Division, as appropriate, Office
of the Camptroller, féees received from courts for deys on vhich the employee
normally would have worked, Federsl employses called for jury duty in th»
Distriet of Columbia are not paid ususl Jury fees., An émployee who sppears

in any court in any capacity must report to the Director of Security for
briefing on security regulations prior to the date of his appearance la court.

ABSENCE FOR REGISTRATION AND VOTING

Inscfer ss may be practiceable without interfering seriously with production,
employees who desire to vote at conmunities whers they maintein voting
residence, except vhere voting by sbsentee ballot is permitted, will be
excused for thet purpose, without charges to leave, for a reasonable time on
all election days. Further, employses who will be voting in jurlsdictions
which require registration in person will be excused for that purpose, with-
out charge to leave, for s ressonable time during the registration periods
specified by the jurisdiction in which they will vote., Such authorized
absefice should not exceed the time actuslly required to vote or register,

a8 the case may be and in no event shall it exceed one workday for each
election or registration period.

In those cases when an employee requests additional leave for voting or
registration which will require longer than one day in order to enshle him
to go to his legal residence to vote or reglster, permission will be grented
vhenever practicable end the period of absence in excess of one day will be
charged to annual leave or, if annual leave is exhausted, to leave without

Pay.

LEAVE WITHOUT PAY
AUTHORTZATION

() APBE oS eSION REHEOR. 9B oM TR I LEIORD P47 fe oS eu0 ef0edmini strative
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discretion. An employee cannot demand that he be granted leave wilthout
ray &s & matter of right, except in the case of disabled vetersn:, uuc
are entitled to leave without pay if necessary for medical tr@ﬂhm@ﬁu,
under Executive Order No. 5396.

Except for the special rules spplicsble to maternity leave (paragraph 6),
leave without pey not exceeding twelve months may be granted by
spproving officials designated in paragraph 2a above to personnel
employed without time limitaticn. Extension of leave without pay beyond
twelve months must be approved by the Assistant Direector for Fervomnnal.
(See paragreph 10c below.)

b. GUIDES TO APPROVAL

Requeats for brief periods of leave without pay by employees without

slck or annusl leave, as sppropriate, to their credit should be considered
on generslly the same basis a&s requests for sick or snnual leave.

However, copsideration should be given to whether the reguest is the
result of excessive use of leave.

Enployees serving overseas may be granted leave without pay under the
following conditions:

(a) Ieave without pay for the persomal convenience of the employee may
be granted for an sgeregate maximum of 30 workdays during a two-y=ar
tour. Buch leave may be granted even though the employee has snnusl
leave to his credit so that he may accumulate annual leave for use
as provided in paragraph 5 above; however, the fact thet an
employse has teken lemave without pay for this reason does not affect
the forfeiture of excess leave in accordance with parsgraph 3e
above. BSuch lesve without pay does not break the continuity of
the employee's service for qualifying for leave in accordsnce with €¥
varagreph 5 above; however, his tour of duty overseas will be ex-
tended for a period egqual to any lesve without pay taken for hils
Peracnal convenlence,

(v) Leaye without pay way be granted upon reguest Ly the employess
because of illness or injury whether or not he has snnusl or sick &
Jeave to his credit. Such leave without pay does not bresk the
continuity of his service in qualifylng for leave under parsgraph
5 whove, If teken overseas, such leave without pay does not extend
the employee's tour of duty; howsver, the amount of such leave wlth-
out pay teken in the United States does extend the tour for an
equal period.

Requests for longer periods of leave without pay should be raviewed to
assure that the intermats of the Agency or the sericus needs of the
employee are sufficlent to Justify the costs and sadministretive in-
conveniences which repult from retention of an employee in a lesve-
without-pay status. As a basic condition to approval, there should be
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reasonable expectation that the employee wil return st the and of ©i:
approved period, and it should be apparent that at least one of toe
following benefits would result:

(&) The employee will acquire increased job ability. For example,
vhen the leave is requested for educationsl purposes and the
course of study or reaearch is in line with & type of work which
the employee might be expected to perform for the Agency. Also,
when the request 1s made to permit temporary employment with non-
Federal public or private enterprise and his service will con‘ribute
to the public welfare, or the experience he will gain will serve
the interests of the Agency.

(b) The leave of absence is necessary for the protection or improvement
of the employee's health. For example, to permit recovery from
1llness or dissbility which is not of a permanent or disqualifying
nature, vhen continued employment or immediste return to employment
would threaten impairment of the employee's health or the health of
other employees. Also, to permit the employee to remain on the
Agency's rolls pending final action on a claim for disability
retirement or a claim under the Federal Employees' Compensation
Act,

(¢) The leave of absence is necessary to retaln a deasirable employee.
EXTENSION OF LEAVE WITHOUT PAY

Leave without pay will not be authorized initially for any period in excese
of twelve months. Extension of leave without pay beyond twelve months may
be approved by the #Assistent Director for Personnel or his designee. Ex-
tension will be approved only when the interests of the Agency will be
furthered or when it is administratively determined that, beacuse of unususl
circumstances, the employee would be subjected to undue hardship if the
extension were denied. Application for extension will be forwarded om
Standard Form 52, Request for Personnel Action, to the Office of Personnel
with the recommendation of an Assistant Director of the Office of the Deputy
Director (Intelligence), the Chief of an Administrative Office of the Office
of the Deputy Director (Administration), the Chief of a Senior Staeff or Areas
Division of the Office of the Deputy Director (Plans), the Director of
Training, or the Assistant Director for Persomnnel or Communications » which-
ever is concerned.

PREPARATION OF REQUEST

Standerd Form 52, Request for Personnel Action, will be prepared and forwarded
to the Office of Personnel in accordance with* to
report approvel of leave without pay for periods from calendar days to @

12 months. Stendard Form 50, Notification of Personnel Action (or Standard
Form 52, Request for Personnel Action, in lieu thereof) will be issuzd by the
Office of Personnel when leave without pay, or an extension or reuewal thereof,

is approved for &C days or more.
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FINAL CLEARANCE FOR EXTENDED LEAVE OF ABSENCE

Employees who are granted an extended period of leavq without pay (€0 cav: G
or more) will, prior to the beginning of such leave, execute Form No. 34-30,

Final Payment Clearance Sheet. In addition loyees will be security
tntervieved purouant to [

Employees will advise the Office of Peraonnel 8t least 30 days in adverce of
their anticipated return to duty in order thst appropriate security approval &
may be obtained.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L- K'u WHI'.PE
Acting Deputy Director
(Administration)
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